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Create a new document in OneDrive
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Organize by creating Folders

Create v o Upload Sharing Folder actions w

1. Click Create

b o fa) Folder Drive > Documents
| 2. Click Folder

Files —

O L Folder name

3. Name the new folder %I

shared

PCs

4. Click Create

N <

Move files to a folder — Drag and drop into the folder or:

&OHEDHVE\ | v @Createv ®Upluadv Openv Download Share Embed Managev Clear selection Bl 1% Dowlibrary Class u

jol Fi|E‘S Dowlibrary's OneDirin

Files

Recent docs
All photos
Shared

ve Rename . ev =
e 2. Click Manage then B o
Move to C||Ck Move tO
Copy to

ks Version historv

The selected items will be N |

3. Choose the name of the
folder you want the file to be

v @ GADML Patron's SkyDrive

ol Pictures

1. Select item

- pusic put into, then click Move

You're not sharing this folder.
New folder

You can also drag and drop the item onto the folder

Delete Items

2. Click Manage

F— neDrive | v Create v Uploadv Openw Download Share Embed Managewv Clear selection B Dowlibrary Class
-
el Files Dowlibrary’s OneDrive Rename ﬂ [}
: Detete 3. Click Delete
Files ~
I Move to L
Recent docs c
opy to
All photos E—
Shared Version history
q
Cloud Computing
14.9 GB available E| example of a @ xample of a word =, example of an excel
Recycle bin powerpoint di S| document
Get more storage
. ; - — v
https://onedrive.live.com/?cid=E2CFE772CDOEDFO3# ;..\ & cookies  Developers  Report abuse  English (United States)
S TE—

You can also select the item and press the delete button on your keyboard



Download Drive for your computer (optional)
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